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Boating Trust Fund, administered by the U.S. Coast Guard.



Section |

Parts of the Grant Agreement

Overview, Grant Signature Page

1.

Grantee (Aquatic Center Name)

The name appearing on this page needs to be the complete official name
of the Grantee. The name that appears here needs to exactly match the
Grantee name appearing on the invoice or other paperwork. If it does not,
complications will arise. For instance, If your submit an invoice from
California State University, Recreation Foundation and the grant reads
California State University Monterey, we cannot issue payment and must
revise the grant documents.

Grant Agreement Performance Period
For equipment grants, the entire 15 year term will be shown here. For
grants without equipment, the two year term will be shown.

Grant number
You must use the grant number on all paperwork submitted to DBW. The
numbers begin with “C8956”.

Scope of Work
You must agree to perform all activities listed in the grant application
exhibits.

Terms and Conditions

DBW Aquatic Center grants include Special Terms and Conditions specific
to the aquatic center grant program as well as the General Terms and
Conditions associated with all agreements with the State of California.

Grantee’s Information and Signature
This is where you or your authorized representative prints name and title
and signs. Original signatures need to appear on all grant agreements.

DBW Information and Deputy Director’s signature

This is where the Division of Boating and Waterways Deputy Director
signs the grant agreement. A grant is not complete or valid until both
signatures of both parties appear on this form.

Certificate of Funding

This is where the DBW administrative details including grant amount,
vendor number, billing codes and funding sources are listed for accounting
purposes.




SAMPLE GRANT AGREEMENT SIGNATURE PAGE

State of Califonia — The Resources Agency
DEPARTMENT OF PARKS AND RECREATION
DIVISION OF BOATING AND WATERWAYS

GRANT AGREEMENT s&%ﬁpﬁ

Grantee: {Aquatic Center Name| _1_.
GRANT AGREEMENT PERFORMANCE PERIOD: ol

PROJECT TITLE: Aquatic Center Grants GRANT NUMBER: C8958XXX S

The Grantes agrees to the terms and conditions of this grant, hereinafter referred to as Agreament, and
the State of California, acting through its Director of Parks and Recrestion, pursuant to the State of
California agrees to fund the total State grant amount indicated below, The GRANTEE agrees to
complete the SCOPE OF WORK as defined in the Agreement Exhibit A.

S“' The General and Special Provisions attached are made a part of and incomporated into the Agreement as
Exhibits B, C, D, E,

Grantee: {Name) (p Agency: Department of Parks and Recreation,
Division of Boating and Waterways
ATTM; (Name)

Address: (Mailing) Address: One Capitol Mall, Suite 500

Sacramento, CA 95814

g

BY: BY:
Hurhonznd Spralune) oz Gigha)
i har C. i ] chin
[PainiaZ Namé aned Titke of Asthorzed Faapra sanislie| { Friivied harne and Title o Athonznd Repnesantsliveg
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Overview, Grant Clauses/Requirements
EXHIBIT B — SPECIAL TERMS AND CONDITIONS

Following are notes to clarify clauses located in Exhibit B of the grant:

References to “Division” shall refer to Department of Parks and Recreation,
Division of Boating and Waterways (DBW).

The Grantee is responsible for complying with these provisions for the entire
term of the Agreement listed on the grant agreement cover page.

1.

The Division shall provide the Grantee a sum not to exceed the amount
specified in this Agreement for the purchase of vessels and equipment and/or
program funding for use in boating safety instructional programs in
accordance with all Attachments incorporated herein by reference.

Note, Paragraph 1: This clause specifies that we will reimburse the grantee
for items listed in the grant exhibits up to the amount listed on the Funding
Certificate section of the Grant Agreement. DBW will not be able to
reimburse the grantee for any amount that exceeds the amount listed there.

2.

The Division is not obligated to pay for expenditures associated with this
Agreement that take place prior to all signatures being secured.

Administrative overhead or indirect costs shall not be part of this Agreement.
Completing purchases and requesting payments

A. The Grantee shall complete purchases of vessels and equipment specified
on the budget pages in Exhibits A and F no later than September 30,
20XX. All invoices accompanied by proof of payment pertaining to said
purchases of vessels and equipment specified in Exhibits A and F must be
received by the Division on or before October 31, 20XX. The Grantee
may request approval for an extension to purchase vessels and
equipment after this date with justification. The Division is not obligated to
make reimbursement payment on any invoice received after these
specified deadline dates unless an extension has been approved by the
Division.

B. The Grantee shall conduct all classes specified on the budget pages in
Exhibits A and F by January 31, 2016. All invoices for classes specified
on the budget pages in Exhibits A and F must be received by the Division
on or before March 1, 2016. The Grantee may request Division approval
for an extension to conduct classes after this date with justification. The
Division is not obligated to make reimbursement payment on any invoice



received after these specified deadline dates unless an extension has
been approved by the Division.

Note, Paragraph 4: This clause specifies the deadline to conduct all classes
listed in Attachments A and F. DBW is not authorized to reimburse the
grantee for expenses incurred after these dates unless requests to DBW
are approved.

5. The Grantee shall only make expenditures specified on the budget page(s)
contained in this Agreement. Any modifications to the budget page(s) must be
approved by the Division. The Grantee must submit a letter to the Division
stating the reasons for the requested modification accompanied by a modified
budget page. The Division must give approval of the modifications in writing
and forward this approval to the Grantee before any expenditure reflected on
the modified budget page is made. Nothing herein shall require the Division
to give their approval or to reimburse the Grantee for unapproved
expenditures.

Note, Paragraph 5: This clause specifies the items or activities for which
DBW will reimburse the grantee. The grantee should pay close attention to
the budget sheet in Exhibits A and F of the grant before making
expenditures to ensure that any expenditure is consistent with these
exhibits. DBW is not obligated to reimburse the grantee for items that
deviate from the budget pages in the exhibits. The grantee may request to
make changes to the budget pages as explained above.

6. All invoices from the Grantee must be submitted with the appropriate
reimbursement claim form supplied by the Division. Request for
reimbursement listed on the claim form must match a corresponding line item
on the Grantee’s budget page(s). The entire invoice (including all items listed
in subsection A below) must be submitted to the Division in triplicate.

A. Additional Documentation

1. Equipment reimbursement payment request
Reimbursement requests for purchased equipment shall include:
a. Equipment reimbursement claim form
b. Manufacturer/dealer invoices
c. Proof of payment

2. Scholarship reimbursement payment request
Reimbursement requests for scholarship expenses shall include:
a. Scholarship reimbursement claim form
b. Course name(s), dates conducted, cost per student, and names and
addresses of students when available. If the names and addresses of
the students cannot be released, the Grantee shall request alternate



submittal instructions from the Division. This may include but is not
limited to submitting the course name and group along with a contact
person’s (i.e., teacher name, troupe leader, youth director, etc.) name,
address, and phone number to verify attendance and completion of
class to verify scholarship request.

3. Instructor training reimbursement payment request
Reimbursement requests for instructor training shall include:
a. Instructor training reimbursement claim form
b. Receipts from the organization teaching the course that show the
course name, student name, date conducted, and cost of the
course
c. Proof of payment

4. National Safe Boating Week reimbursement payment request

Reimbursement requests for National Safe Boating Week shall include:

a. National Safe Boating Week reimbursement claim form

b. A completed Event Report Form (template supplied by the Division)
by June 30, 20XX

c. Receipts for allowable expenses as described on the National Safe
Boating Week information sheet

d. Proof of payment

Note, Paragraph 6: This clause covers the correct procedure for invoicing
DBW. Information regarding invoicing and sample templates are also
provided in other Sections of this manual. Templates are also available on
our website at the following link:

http://www.dbw.ca.gov/Funding/AquaticGrant.aspx

7. The Grantee shall provide a minimum of 30 boating safety education courses
each year. Exemptions may be granted depending upon circumstances.

8. Teaching boating safety for a fee, or offsetting that cost by using scholarship
funds, is considered to be carrying passengers for hire or for consideration.
The grantee shall comply with both federal requirements (Title 46 United
States Code and specified in Titles 33 and 46 Code of Federal Regulations)
and state requirements (Harbor and Navigation Code, Chapter 5, Article 3;
California Code of Regulations, Title 14, Article 7) for for-hire vessel operation
and will comply with those licensing requirements when applicable before
utilizing any equipment or scholarship funding associated with this
Agreement.

Note, Paragraph 8: If an individual holds the Coast Guard license, DBW will
waive the physical, written and practical exam, as well as the experience
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(or moral character) affidavits for the state’s for-hire license, but the
applicant must still file an application with DBW if they want to operate on
solely state waterways which are not subject to federal jurisdiction. DBW
will request a completed application and a copy of both sides of the Coast
Guard license.

9. The Grantee shall send a representative (boating program director, or other
representative approved by the Division) to all days of one Aquatic Center
Directors’ Meeting annually during the term of the Agreement. Should the
Grantee or representative be unable to attend the meeting, the Grantee must
forward a letter to the Division stating the reason why they cannot attend and
commit to attend the next meeting. The Division must grant approval in
writing in order for the Grantee not to be in breach of this Agreement for
failure to attend. Nothing herein shall require the Division to give its approval.

10. Reports

A. The Grantee shall submit annual reports to the Division due no later than
December 1st each year of the Agreement term which shall include
program activities and enhancements, the number and demographics of
the population served by the Grantee’s program during the previous
calendar year, photographs or pictures on a computer disc from the
year’s activities, equipment inventory of items on the Division’s Inventory
Form purchased with grant money if applicable, and suggested changes
and recommendations for improvements to the Aquatic Grants Program.
The Annual Report template will be available on the Division’s website by
October 31st each year.

B. If the Grantee requests and receives grant funding for a National Safe
Boating Week event, the grantee shall submit an event report no later
than September 30th each year after the event. The National Safe
Boating Week Event Report shall include, but not be limited to, an event
description and digital photos, the date and time of the event, the type of
activities actually offered, educational materials distributed, target
audience and actual number of participants, publicity efforts for the event,
successful and unsuccessful aspects of the event and suggestions to
DBW for future such events.

Note, Paragraph 10: You will be notified of the date to submit the annual
report and also what information to provide.

Paragraphs 11-17 apply to any equipment purchased under this Agreement:
11. All equipment associated with this Agreement shall revert to the Division

should the Grantee default on any portion of this Agreement. The California
Department of Parks and Recreation, Division of Boating and Waterways



shall be listed as lienholder on all equipment subjected to the registration
requirements of the California Department of Motor Vehicles.

Note, Paragraph 11: This clause explains that the division will retain
ownership of all equipment purchased under the grant. “California State
Parks Division of Boating and Waterways” must be listed as lien holder on
any registration slip. The grantee should be listed as the registered owner.

12. The Grantee shall be responsible for the costs of operating and maintaining
grant-funded vessels; the Division is not liable for such costs. The Grantee
agrees to repair or replace any equipment purchased under this Agreement if
lost, stolen, or damaged.

Note, Paragraph 12: Please note that it is your responsibility to maintain
and protect equipment. The division expects you to replace any stolen,
lost or damaged equipment.

13.The Grantee shall perform a physical inventory of all equipment purchased
under this Agreement and reconcile the inventory with the property records at
least annually to verify the existence, current utilization, and continued need
for the equipment. Grantee shall keep complete and accurate records of all
expenditure pertaining to the purchase of additional equipment and the
operation and maintenance of grant-funded vessels; such records shall be
available and open to the Division at all reasonable times for inspection and
audit by any authorized representative of the Division.

Note, Paragraph 13: The grantee will be asked in the annual report to
provide an updated inventory list using the division’s Inventory Form.

14.Property records shall be maintained by the Grantee and provided on the
Grant program’s inventory form titled Equipment Inventory List that accurately
provides: a description of the property, manufacturer, serial number or other
identification number, property location and condition.

15.The Grantee shall request disposition instructions from the Division for
equipment no longer needed in the Grantee’s boating education program or
that is no longer seaworthy.

Note, Paragraph 15: Disposition instructions are provided in Section 3 of
this manual.

16.When purchasing equipment, the Grantee shall ensure that adequate
competition has been sought by taking the following steps:

A. The Grantee shall openly seek estimates for equipment.
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B. All estimates should be submitted in writing. If a written estimate is not
possible, the Grantee shall document any verbal estimate.

C. The Grantee shall make every effort to ensure that three (3) estimates are
received prior to the purchase of said equipment. If three (3) estimates
are not received, the Grantee shall fully document why three (3) estimates
could not be received. All estimates or documentation shall be retained by
the Grantee. The Grantee agrees to maintain such records for possible
audit for a minimum of three (3) years after the final payment.

D. Should a certified small business submit an estimate, the business can
claim a preference of five (5) percent when submitting as compared to the
lowest responsible proposer who is not a certified small business.
(Certified small business is defined as a business certified by the Office of
Small Business and DVBE Services)

17.The Grantee understands and agrees that equipment purchased with funds
granted under this Agreement shall be prioritized for use in the following
order: 1) by students officially enrolled in the courses of instruction taught or
provided by the Grantee; 2) by the Grantee for community/outreach events; 3)
by the Grantee for competitive practices and events; 4) by members of the
public through a DBW-approved equipment check-out program managed by
the Grantee.

A. The Grantee shall ensure that if making grant-funded equipment available
to be checked out, whether for free or for a fee, by a student enrolled in, or
who has previously been enrolled in one of the Grantee’s boating safety
courses, or checked out for use in competition as approved by DBW, that
all such users have either, 1) successfully completed a boating safety
course for that type of equipment through the Grantee’s organization, or 2)
demonstrated sufficient knowledge of applicable boating safety and
navigational rules and laws and demonstrated safe and practical handling
of the specific vessel being check-out before taking it on the water, or 3)
received a basic boating safety check-out lesson and boating
demonstration from qualified instructors including on-the-water guidance.
The Grantee shall have a DBW-approved equipment check-out policy on
file with DBW. The Grantee shall require the person checking out the
vessel to sign a waiver stating that they have complied with one of the
three safety requirements listed in this paragraph.

B. All proceeds from the above-specified uses of equipment purchased in
this Agreement shall stay vested within the Grantee’s boating safety
education program, and shall be used only to fund enhancements of and
additions to the Grantee’s boating education program. The Grantee shall
keep specific and accurate records of all uses of equipment purchased
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with funds granted under this Agreement, and all fees collected for uses of
equipment purchased in this Agreement as specified in subdivision (a),
above.

C. DBW shall have discretion to disapprove any course, course outline, or
boating safety lesson plan of a Grantee before the Grantee proceeds with
an equipment check-out program. The Grantee shall make any and all
necessary changes to meet the DBW request. Approval shall not be
unreasonably withheld.

D. On no occasion shall the Grantee lend or sub-lease DBW grant-funded
equipment to another person or entity for any purpose.

18. The Grantee agrees that the California Department of Parks and Recreation,
the Division of Boating and Waterways, the Department of General Services,
the Bureau of State Audits, or their designated representative shall have the
right to review and to copy any records and supporting documentation
pertaining to the performance of this Agreement. The Grantee agrees to
maintain such records for possible audit for a minimum of 15 years from the
commencement of this Agreement.

The Grantee shall keep a record of all paperwork connected with this
Agreement including, but not limited to, request for changes to the budget
page, invoices from manufacturers or dealers for equipment and supplies
purchased, proof of payment, scholarship class lists, requests for
reimbursement and payments received from the Division regarding those
requests.

19.The State reserves the right to terminate this Agreement for any reason
subject to thirty (30) days written notice to the Grantee. The Grantee may
submit a written request to terminate this Agreement only if the State should
substantially fail to perform its responsibilities as provided herein and said
finding has been made by the Officer designated to hear any underlying
disputes between the parties. In the event the Agreement is terminated prior
to the expiration of the full term of the Agreement, ownership of all property
purchased with funds from the Agreement shall revert to the Division.

20.Subject to available funding and satisfactory performance, the Division shall
have the option of extending the term of this grant, revising the term and
expenditure dates of the grant, if needed, to correspond to this change. At
the Division’s request, the Grantee shall submit a new proposal, which shall
be evaluated by the Division. If the proposal is satisfactory, the Division may
award the Grantee additional funds. The new proposal provided by the
Grantee shall be incorporated as an Amendment and Exhibit, and all
reimbursements shall be in accordance with that new Amendment and
Exhibit. All other terms and conditions listed herein shall remain unchanged.
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21. Release of copyrighted material pursuant to Public Records Act request

Any and all information, writings, reports, maps or materials generated or
produced pursuant to this Agreement, whether in electronic, written, or any
other format, are subject to disclosure by the California Department of Parks
and Recreation, Division of Boating and Waterways (Division) pursuant to the
requirements of the California Public Records Act (PRA), Government Code
section 6250 et seq., notwithstanding any copyright claims that may attach to
such information, writings, reports, maps or materials. Any disclosure of such
copyrighted material by the Division pursuant to the PRA shall not give the
person or persons receiving such copyrighted information, license to violate
the copyright, and any PRA requester who receives copyrighted material
pursuant to PRA disclosure by the Division shall be informed of that fact. The
Grantee understands and agrees that it shall not be entitled to any additional
compensation from the Division if any of the information, writings, reports,
maps or materials generated or produced pursuant to this Agreement,
whether in electronic, written, or any other format, are released by the
Division pursuant to a demand for such information pursuant to the PRA.

Grantee hereby indemnifies and holds the California Department of Parks and
Recreation, Division of Boating and Waterways harmless for any and all
violations of copyright perpetrated by any persons who receive such
copyrighted information, writings, reports, maps or materials generated or
produced pursuant to this Agreement, whether in electronic, written, or any
other format, that is released by the California Department of Parks and
Recreation, Division of Boating and Waterways pursuant to a demand for
such information pursuant to the PRA.”

INSURANCE REQUIREMENTS

22.General insurance requirements applying to all policies
A. Coverage Term
Coverage needs to be in force for the complete term of the Agreement. If
insurance expires during the term of the grant, a new certificate must be
received by the Division at least ten (10) days prior to the expiration of this
insurance. Any new insurance must still comply with the original terms of the

grant.

B. Policy cancellation or termination & notice of non-renewal
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Insurance policies shall contain a provision stating coverage will not be
cancelled without 30 days prior written notice to the Division. In the event
Grantee fails to keep in effect at all times the specified insurance coverage,
the Division may, in addition to any other remedies it may have, terminate this
Agreement upon the occurrence of such event, subject to the provisions of
this Agreement.

C. Deductible

Grantee is responsible for any deductible or self-insured retention contained
within their insurance program.

D. Primary clause

Any required insurance contained in this Agreement shall be primary, and not
excess or contributory, to any other insurance carried by the State.

E. Insurance carrier required rating

All insurance companies must carry a rating acceptable to the Office of Risk
and Insurance Management. If the Grantee is self-insured for a portion or all
of its insurance, review of financial information including a letter of credit may
be required.

F. Endorsements

Any required endorsements requested by the Division must be physically
attached to all requested certificates of insurance and not substituted by
referring to such coverage on the certificate of insurance.

All policies or letters of self-insurance must use the CG-2010-1185 form or
equivalent and include the following clause:

The California Department of Parks and Recreation, Division of Boating and
Waterways and the State of California, its officers, agents, employees, and
servants are named as additional insured.

In the case of the Grantee’s utilization of subcontractors to complete the
scope of work, the Grantee shall include all subcontractors as insured’s under
Grantee’s insurance or supply evidence of insurance to the Division equal to
policies, coverages and limits required of Grantee.

Any proposed change in this status shall be reported to the Division prior to

the change and may result in restrictions being imposed on the usage of the
monies or equipment.
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G. Inadequate Insurance —

Inadequate or lack of insurance does not negate the Grantee’s obligations
under the Agreement.

23.Insurance Coverage Requirements
A. Commercial General Liability

The Grantee shall maintain general liability with limits of not less than
$1,000,000 per occurrence for bodily injury and property damage liability
combined with a $2,000,000 annual policy aggregate. The policy shall
include coverage for liabilities arising out of premises, operations,
independent contractors, products, completed operations, personal and
advertising injury, and liability assumed under an insured grant. This
insurance shall apply separately to each insured against whom claim is made
or suit is brought subject to the Grantee’s limit of liability.

B. Vessel Insurance

The Grantee shall produce evidence of necessary insurance for all vessels
bought with the grant money and all vessels used in boating programs funded
by grant money.

C. Automobile Liability
The Grantee must provide either (1) or (2) below:

1. If automobiles are used in the transportation of vessels or people
involved in aquatic programs then the following coverage is needed:

The Grantee shall maintain motor vehicle liability with limits required by
State and Federal statute but shall not be less than $1,000,000
combined single limit per accident. Such insurance shall cover liability
arising out of a motor vehicle including owned, hired and non-owned
motor vehicles.

2. If automobiles are not used in the transportation of vessels or of
people when carrying out the activities covered by this grant award,
then the Non Use of Automobiles Proof of Insurance Waiver must be
submitted.

D. Watercraft Liability

14



The Grantee shall maintain watercraft liability with limits not less than
$1,000,000 combined single limit per accident. Such insurance shall cover
liability arising out of the maintenance and use of any watercraft.

E. Workers Compensation and Employers Liability

The Grantee must provide either (1) or (2) below:

1. The Grantee shall maintain statutory worker's compensation and
employer’s liability coverage for all its employees who will be engaged
in the performance of the Agreement. Employer’s liability limits of
$1,000,000 are required.

In addition, the grantee shall forward a Waiver of Subrogation.

2. If paid employees are not used to carry out the activities covered by
this Agreement, then the Exemption of Workers Compensation must
be submitted.

24.Self-Insurance

The Grantee shall provide evidence of self-insurance. The Division reserves
the right to request financial information.

15



Overview, Grant Clauses/Requirements
EXHIBIT B — SPECIAL TERMS AND CONDITIONS
(for University of California)

Following are notes to clarify clauses located in Attachment B for University of
California (UC) grant applicants.

References to “Division” shall refer to Department of Parks and Recreation,
Division of Boating and Waterways.

The Grantee is responsible for complying with these provisions for the entire term
of the Agreement listed on the grant agreement cover page.

1. The Division shall provide the Grantee a sum not to exceed the amount
specified in this Agreement for the purchase of vessels and equipment and/or
program funding for use in boating safety instructional programs in
accordance with all Attachments incorporated herein by reference.

Note, Paragraph 1: This clause specifies that we will reimburse the grantee
for items listed in the grant exhibits up to the amount listed on the Funding
Certificate section of the Grant Agreement. DBW will not be able to
reimburse the grantee for any amount that exceeds the amount listed there.

2. The Division is not obligated to pay for expenditures associated with this
Agreement that take place prior to all signatures being secured.

3. Administrative overhead or indirect costs shall not be part of this Agreement.
4. Completing purchases and requesting payments

A. The Grantee shall complete purchases of vessels and equipment specified
on the budget pages in Exhibits A and F no later than September 30,
2015. All invoices accompanied by proof of payment pertaining to said
purchases of vessels and equipment specified in Exhibits A and F must be
received by the Division on or before October 31, 2015. The Grantee may
request approval for an extension to purchase vessels and equipment
after this date with justification. The Division is not obligated to make
reimbursement payment on any invoice received after these specified
deadline dates unless an extension has been approved by the Division.

B. The Grantee shall conduct all classes specified on the budget pages in
Exhibits A and F by January 31, 2016. All invoices for classes specified
on the budget pages in Exhibits A and F must be received by the Division
on or before March 1, 2016. The Grantee may request Division approval
for an extension to conduct classes after this date with justification. The
Division is not obligated to make reimbursement payment on any invoice
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received after these specified deadline dates unless an extension has
been approved by the Division.

Note, Paragraph 4. This clause specifies the deadline to conduct all
classes listed in Exhibits A and F. DBW is not authorized to reimburse the
grantee for expenses incurred after this date unless requests to DBW are
approved.

5. The Grantee shall only make expenditures specified on the budget page(s)
contained in this Agreement. Any modifications to the budget page(s) must be
approved by the Division. The Grantee must submit a letter to the Division
stating the reasons for the requested modification accompanied by a modified
budget page. The Division must give approval of the modifications in writing
and forward this approval to the Grantee before any expenditure reflected on
the modified budget page is made. Nothing herein shall require the Division to
give their approval or to reimburse the Grantee for unapproved expenditures.

Note, Paragraph 5: This clause specifies the items or activities for which
DBW will reimburse the grantee. The grantee should pay close attention to
the budget sheet in Exhibits A and F of the grant before making
expenditures to ensure that any expenditure is consistent with these
exhibits. DBW is not obligated to reimburse the grantee for items that
deviate from the budget page in the exhibits. The grantee may request to
make changes to the budget sheets as explained above.

6. All invoices from the Grantee must be submitted with the appropriate
reimbursement claim form supplied by the Division. Request for
reimbursement listed on the claim form must match a corresponding line item
on the Grantee’s budget page(s). The entire invoice (including all items listed
in subsection A below) must be submitted to the Division in triplicate.

A. Additional Documentation

1. Equipment reimbursement payment request
Reimbursement requests for purchased equipment shall include:
a. Equipment reimbursement claim form
b. Manufacturer/dealer invoices.
c. Proof of payment

2. Scholarship reimbursement payment request
Reimbursement requests for scholarship expenses shall include:
a. Scholarship reimbursement claim form
b. Course name(s), dates conducted, cost per student, and names and
addresses of students when available. If the names and addresses of
the students cannot be released, the Grantee shall request alternate
submittal instructions from the Division. This may include but is not
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limited to submitting the course name and group along with a contact
person’s (i.e., teacher name, troupe leader, youth director, etc.) name,
address, and phone number to verify attendance and completion of
class to verify scholarship request.

3. Instructor training reimbursement payment request
Reimbursement requests for instructor training shall include:
a. Instructor training reimbursement claim form
b. Receipts from the organization teaching the course that show the
course name, student name, date conducted, and cost of the course.
c. Proof of payment

4. National Safe Boating Week reimbursement payment request

Reimbursement requests for National Safe Boating Week shall include:

a. National Safe Boating Week reimbursement claim form

b. A completed Event Report Form (template supplied by the Division) by
June 30, 2015.

c. Receipts for allowable expenses as described on the National Safe
Boating Week information sheet.

d. Proof of payment

Note, Paragraph 6: This clause covers the correct procedure for invoicing
DBW. Information regarding invoicing and sample templates are also
provided in other Sections of this manual. Templates are also available on
our website at the following link:

http://www.dbw.ca.gov/Funding/AquaticGrant.aspx

. The Grantee shall provide a minimum of 30 boating safety education courses
each year. Exemptions may be granted depending upon circumstances.

. Teaching boating safety for a fee, or offsetting that cost by using scholarship
funds, is considered to be carrying passengers for hire or for consideration.
The grantee shall comply with both federal requirements (Title 46 United
States Code and specified in Titles 33 and 46 Code of Federal Regulations)
and state requirements (Harbor and Navigation Code, Chapter 5, Article 3;
California Code of Regulations, Title 14, Article 7) for for-hire vessel operation
and will comply with those licensing requirements when applicable before
utilizing any equipment or scholarship funding associated with this
Agreement.

Note, Paragraph 8: If an individual holds the Coast Guard license, DBW will
waive the physical, written and practical exam, as well as the experience
(or moral character) affidavits for the state’s for-hire license, but the
applicant must still file an application with DBW if they want to operate on
solely state waterways which are not subject to federal jurisdiction. DBW

18


http://www.dbw.ca.gov/Funding/AquaticGrant.aspx

will request a completed application and a copy of both sides of the Coast
Guard license.

9. The Grantee shall send a representative (boating program director, or other
representative approved by the Division) to all days of one Aquatic Center
Directors’ Meeting annually during the term of the Agreement. Should the
Grantee or representative be unable to attend the meeting, the Grantee must
forward a letter to the Division stating the reason why they cannot attend and
commit to attend the next meeting. The Division must grant approval in
writing in order for the Grantee not to be in breach of this Agreement for
failure to attend. Nothing herein shall require the Division to give its approval.

10. Reports

A. The Grantee shall submit annual reports to the Division due no later than
December 1st each year of the Agreement term which shall include
program activities and enhancements, the number and demographics of
the population served by the Grantee’s program during the previous
calendar year, photographs or pictures on a computer disc from the
year’s activities, equipment inventory of items on the Division’s Inventory
Form purchased with grant money if applicable, and suggested changes
and recommendations for improvements to the Aquatic Grants Program.
The Annual Report template will be available on the Division’s website by
October 31st each year.

B. If the Grantee requests and receives grant funding for a National Safe
Boating Week event, the grantee shall submit an event report no later
than September 30th each year after the event. The National Safe
Boating Week Event Report shall include, but not be limited to, an event
description and digital photos, the date and time of the event, the type of
activities actually offered, educational materials distributed, target
audience and actual number of participants, publicity efforts for the event,
successful and unsuccessful aspects of the event and suggestions to
DBW for future such events.

Note, Paragraph 10: You will be notified of the date to submit the annual
report and also what information to provide.

Paragraphs 11-17 apply to any equipment purchased under this Agreement:

11. All equipment associated with this Agreement shall revert to the Division
should the Grantee default on any portion of this Agreement. The California
Department of Parks and Recreation, Division of Boating and Waterways
shall be listed as lienholder on all equipment subjected to the registration
requirements of the California Department of Motor Vehicles.
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Note, Paragraph 11: This clause explains that the division will retain
ownership of all equipment purchased under the grant. “California State
Parks Division of Boating and Waterways” must be listed as lien holder on
any registration slip. The grantee should be listed as the registered owner.

12.The Grantee shall be responsible for the costs of operating and maintaining
grant-funded vessels; the Division is not liable for such costs. The Grantee
agrees to repair or replace any equipment purchased under this Agreement if
lost, stolen, or damaged.

Note, Paragraph 12: Please not that it is your responsibility to maintain
and protect equipment. The division expects you to replace any stolen,
lost or damaged equipment.

13.The Grantee shall perform a physical inventory of all equipment purchased
under this Agreement and reconcile the inventory with the property records at
least annually to verify the existence, current utilization, and continued need
for the equipment. Grantee shall keep complete and accurate records of all
expenditure pertaining to the purchase of additional equipment and the
operation and maintenance of grant-funded vessels; such records shall be
available and open to the Division at all reasonable times for inspection and
audit by any authorized representative of the Division.

Note, Paragraph 13: The grantee will be asked in the annual report to
provide an updated inventory list using the the division’s Inventory Form.

14.Property records shall be maintained by the Grantee and provided on the
Grant program’s inventory form titled Equipment Inventory List that accurately
provides: a description of the property, manufacturer, serial number or other
identification number, property location and condition.

15.The Grantee shall request disposition instructions from the Division for
equipment no longer needed in the Grantee’s boating education program or
that is no longer seaworthy.

Note, Paragraph 15: Disposition instructions are provided in Section 3 of
this manual.

16.When purchasing equipment, the Grantee shall ensure that adequate
competition has been sought by taking the following steps:

A. The Grantee shall openly seek estimates for equipment.

B. All estimates should be submitted in writing. If a written estimate is not
possible, the Grantee shall document any verbal estimate.
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C. The Grantee shall make every effort to ensure that three (3) estimates are
received prior to the purchase of said equipment. If three (3) estimates
are not received, the Grantee shall fully document why three (3) estimates
could not be received. All estimates or documentation shall be retained by
the Grantee. The Grantee agrees to maintain such records for possible
audit for a minimum of three (3) years after the final payment.

D. Should a certified small business submit an estimate, the business can
claim a preference of five (5) percent when submitting as compared to the
lowest responsible proposer who is not a certified small business.
(Certified small business is defined as a business certified by the Office of
Small Business and DVBE Services)

17. The Grantee understands and agrees that equipment purchased with funds
granted under this Agreement shall be prioritized for use in the following
order: 1) by students officially enrolled in the courses of instruction taught or
provided by the Grantee; 2) by the Grantee for community/outreach events; 3)
by the Grantee for competitive practices and events; 4) by members of the
public through a DBW-approved equipment check-out program managed by
the Grantee.

A. The Grantee shall ensure that if making grant-funded equipment available
to be checked out, whether for free or for a fee, by a student enrolled in, or
who has previously been enrolled in one of the Grantee’s boating safety
courses, or checked out for use in competition as approved by DBW, that
all such users have either, 1) successfully completed a boating safety
course for that type of equipment through the Grantee’s organization, or 2)
demonstrated sufficient knowledge of applicable boating safety and
navigational rules and laws and demonstrated safe and practical handling
of the specific vessel being check-out before taking it on the water, or 3)
received a basic boating safety check-out lesson and boating
demonstration from qualified instructors including on-the-water guidance.
The Grantee shall have a DBW-approved equipment check-out policy on
file with DBW. The Grantee shall require the person checking out the
vessel to sign a waiver stating that they have complied with one of the
three safety requirements listed in this paragraph.

B. All proceeds from the above-specified uses of equipment purchased in
this Agreement shall stay vested within the Grantee’s boating safety
education program, and shall be used only to fund enhancements of and
additions to the Grantee’s boating education program. The Grantee shall
keep specific and accurate records of all uses of equipment purchased
with funds granted under this Agreement, and all fees collected for uses of
equipment purchased in this Agreement as specified in subdivision (a),
above.
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C. DBW shall have discretion to disapprove any course, course outline, or
boating safety lesson plan of a Grantee before the Grantee proceeds with
an equipment check-out program. The Grantee shall make any and all
necessary changes to meet the DBW request. Approval shall not be
unreasonably withheld.

D. On no occasion shall the Grantee lend or sub-lease DBW grant-funded
equipment to another person or entity for any purpose.

18.The Grantee agrees that the California Department of Parks and Recreation,
the Division of Boating and Waterways, the Department of General Services,
the Bureau of State Audits, or their designated representative shall have the
right to review and to copy any records and supporting documentation
pertaining to the performance of this Agreement. The Grantee agrees to
maintain such records for possible audit for a minimum of 15 years from the
commencement of this Agreement.

The Grantee shall keep a record of all paperwork connected with this
Agreement including, but not limited to, request for changes to the budget
page, invoices from manufacturers or dealers for equipment and supplies
purchased, proof of payment, scholarship class lists, requests for
reimbursement and payments received from the Division regarding those
requests.

19.The State reserves the right to terminate this Agreement for any reason
subject to thirty (30) days written notice to the Grantee. The Grantee may
submit a written request to terminate this Agreement only if the State should
substantially fail to perform its responsibilities as provided herein and said
finding has been made by the Officer designated to hear any underlying
disputes between the parties. In the event the Agreement is terminated prior
to the expiration of the full term of the Agreement, ownership of all property
purchased with funds from the Agreement shall revert to the Division.

20.Subject to available funding and satisfactory performance, the Division shall
have the option of extending the term of this grant, revising the term and
expenditure dates of the grant, if needed, to correspond to this change. At
the Division’s request, the Grantee shall submit a new proposal, which shall
be evaluated by the Division. If the proposal is satisfactory, the Division may
award the Grantee additional funds. The new proposal provided by the
Grantee shall be incorporated as an Amendment and Exhibit, and all
reimbursements shall be in accordance with that new Amendment and
Exhibit. All other terms and conditions listed herein shall remain unchanged.

21.The Regents of the University of California shall defend, indemnify and hold

the State of California and its Agencies, their respective officers, employees
and agents harmless from and against any and all liability, loss, expense,
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attorneys’ fees or claims for injury or damages arising out of the performance
of this Agreement in proportion to and to the extent such liability, loss
expense, attorneys’ fees or claims for injury or damages are caused by or
result from the negligent or intentional acts or omissions of the Regents of the
University of California, its officers, agents, or employees.

22. Release of copyrighted material pursuant to Public Records Act request

Any and all information, writings, reports, maps or materials generated or
produced pursuant to this Agreement, whether in electronic, written, or any
other format, are subject to disclosure by the California Department of Parks
and Recreation, Division of Boating and Waterways (Division) pursuant to the
requirements of the California Public Records Act (PRA), Government Code
section 6250 et seq., notwithstanding any copyright claims that may attach to
such information, writings, reports, maps or materials. Any disclosure of such
copyrighted material by the Division pursuant to the PRA shall not give the
person or persons receiving such copyrighted information, license to violate
the copyright, and any PRA requester who receives copyrighted material
pursuant to PRA disclosure by the Division shall be informed of that fact. The
Grantee understands and agrees that it shall not be entitled to any additional
compensation from the Division if any of the information, writings, reports,
maps or materials generated or produced pursuant to this Agreement,
whether in electronic, written, or any other format, are released by the
Division pursuant to a demand for such information pursuant to the PRA.

End of Section |
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Section Il

DBW Aquatic Grants Invoicing

The following information is included in this section:

When to Invoice

How often to Invoice

Invoice structure

Length of invoice processing time
Reimbursement claim forms

arwnE

1. When to invoice

Once all signatures for the grant agreement have been secured and approved it
is considered finalized and you may begin to spend money in accordance with
the grant.

As you make purchases or conduct classes, you may begin invoicing DBW for
reimbursement. Regarding equipment purchases, you may only submit invoices
for equipment that has been purchased, delivered and you are in possession of a
receipt of statement showing the equipment has been paid in full. DBW does not
issue reimbursement on a purchase order. For scholarship and training
reimbursement, you may only request payment for completed classes/training.
National Safe Boating Week reimbursement requests cannot be made prior to
the event.

If all invoicing procedures are not followed, your invoice will be returned for
correction.

2. How often to invoice

You may choose to submit one invoice once all purchases have been made and
all classes have been conducted. You may also request reimbursement on an
ongoing basis as money is spent. DBW is not authorized to issue payment to a
grantee more frequently than once a month.

3. Invoice structure

In order to expedite your reimbursement, it is important to ensure that your
reimbursement request contains all of the information listed below. Please
submit Reimbursement Claim Form, receipts and supporting documents in

triplicate.
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A. Reimbursement cover page

A letter/memo from your organization to DBW that requests payment is
necessary in order to receive a reimbursement. This letter/memo must include:

e The name of your organization (Name must match the name on the grant
agreement.)

e The address of your organization (If the address where you want the
payment sent differs from the address of your organization, you must
indicate this on the letter and reimbursement request as well)

e The grant number (C8956 )

e A request for reimbursement (“Please pay the following”)

e The total amount requested for reimbursement.

e Name and number of a person to contact if questions arise.
e DBW address to be shown on reimbursement package

California State Parks Division of Boating and Waterways
1 Capitol Mall, Suite 500

Sacramento, CA 95814

Attention: Aquatic Center Boating Safety Grant Program

Make sure the envelope containing your reimbursement request
contains the entire address/contact name listed above in order to
ensure that it is not misrouted.

B. Reimbursement Claim Forms

The grantee must use the DBW Aquatic Grant Reimbursement Claim Forms
provided online to summarize equipment purchases or scholarship, training and
National Safe Boating Week expenses incurred according to the approved
Budget Page. More than one line item may be included on each Reimbursement
Claim Form and must match its corresponding line item number from the Budget
Page. Proof of equipment payment to the vendor must accompany requests for
reimbursement. You may download these forms from the DBW website at:

http://www.dbw.ca.gov/Funding/AquaticGrant.aspx
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C. Additional Documentation
Equipment — Reimbursement Payment Request

Reimbursement requests for equipment purchased must be accompanied by the
manufacturer/dealer receipts/statements showing that you have purchased and
taken delivery of the items and clearly show that payment has been made in full.

If submitting a dealer/manufacturer receipt or statement for reimbursement that
contains additional items you have purchased that are not included in the grant,
please circle the items that are part of the reimbursement on the dealer invoice
and add the appropriate tax.

Reminder: These receipts or statements must be the final invoice. DBW cannot
issue payment from a purchase order or partially paid invoice.

Scholarship — Reimbursement Payment Request

Scholarship invoices must include the names and addresses of participants when
available. If the names and addresses of minors cannot be released, the grantee
must include contact information of the course instructor or group leader (i.e.,
teacher name, troupe leader, youth director, etc.), in order for DBW to verify the
scholarship request including attendance and completion of the class. While the
Scholarship Reimbursement Form must be submitted in triplicate, only one class
list needs to be submitted with the three forms. See Sample Group Scholarship
Documentation Form in this section.

More than one course may be included on the Scholarship Reimbursement
Form. The course name must match the Budget Page Scholarship line item.

The class list must include the following:

a. Name and date(s) of the course

b. The cost of the course

c. Names and addresses of the students served (unless prohibited from
releasing the names and addresses of minors)

d. Scholarship amount per student.

e. Total amount of the scholarship reimbursement claim

Note: As stated above, when grantees are legally unable to submit the names
and addresses of persons under 18 years of age, please list the following
instead:

a. Name and date(s) of the course
b. The cost of the course
c. Name of organization/school associated with students, if any
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d. Contact information of the course instructor or group leader (i.e., teacher
name, troupe leader, youth director)

e. Scholarship amount per student

f. Total amount of the scholarship reimbursement claim

In case of a program audit, please keep the names of the students in your files,
should we need to conduct a confidential audit.

Instructor Training — Reimbursement Payment Request

Reimbursement requests for instructor training, including attendance at a DBW
Aquatic Center Director Meeting, shall include receipts from the organization
teaching the course showing the type of course, registration fee(s), travel, the
individual(s) name trained, date conducted, and cost.

Travel Reimbursement

If travel is included in a training reimbursement request, payment cannot exceed
current State Per Diem rates for mileage, meals, lodging, car rental, etc. See the
guidelines at the end of this section.

National Safe Boating Week — Reimbursement Payment Request

Reimbursement requests for National Safe Boating Week grant budget page
line items cannot be sent to DBW until after the date of the event. When sending
in receipts showing multiple items, please circle the items to be reimbursed and
note the matching budget page line items. If scholarships are given at the
National Safe Boating Week event, they cannot be reimbursed until the actual
class has been taken.

Grantee is required to maintain records of the Agreement’s accounting of
expenditures, requests for reimbursements, and payments received. Grantee
must track expenditures and reimbursement requests to maintain grant balance
and assure grant deadlines are kept.

4. Length of invoice processing time

The length of time to process an aquatic grant reimbursement invoice varies.
When the request for reimbursement arrives, it is compared to the grant budget
page to ensure the expenditures were authorized. Every attempt is made to
move grant invoices out of the unit within one to two weeks of receipt. As stated,
once the invoice is approved, it is sent to our administrative unit for further
processing. They verify that the payment is legitimate, that there is still money in
your grant, and then list it on a claim schedule that is sent to the State Controllers
Office. Claim schedules are usually sent to the State Controller’s Office once a
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week. The Controller's Office actually draws the warrant (cuts the check) and
mails it to you. The Controller’s Office has two weeks in which to act on
incoming requests for payment.

Therefore, it is not unusual for at least six weeks to elapse between the time that
you request reimbursement to the time you receive payment.

5. Reimbursement Claim Form EXAMPLES

A. Sample Equipment Reimbursement Form

State of Caliomia (M MD
Divigicn of Beating & Wiaterways
REIMBURSEMENT CLAIM — Equipment Summary Form : 4 é?

Agency Mame {Grantes) (Chack will be made payable to the party lisled below) Grant lumbar
Boater Education Inc CBos6111
Malling Addrass Impnion Mumbseris)
123 South Street, Sacramento, CA 95811 061215
Budget | Manufaciurer Manufactuser Item | Tham Cost City, I Exl
Ling Invaica # Approvad
ftem # Budgel
Page? (YN}
|
1 Ooean Kayak 12345 Prowler 13" sit-on-top kayak | v 1 $537 | 15 $8055
2 Cobra Kayaks 23456 Aluminum faathered paddies | y | 840 15 $600
3 West Marine 543211 Kayak Foam seatbacks ¥ $3564 | 16 $534.60
S — -
S -

CILE

Tatal $ 918960

The above information is aecurate and compiete according 10 the contract, | affrm that all iens were purchased in accordance with the
COMPICE OF aey approved extension,

Program Director Sigrabure-futhorized

Frint Nam and Title Telephare Number | Date Signed
Sam Smith, Program Director 916-222-1234 I
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B. Sample Scholarship Reimbursement Form

Stale of Cafitomia
Division of Beating & Watenways
REIMBURSEMENT CLAIM — Scholarship Summary Form

(g)ﬁﬁ_@i >

S~/

I Agency Nama (Graniee) [Check wil be made payatie to he pary 1509 balow) Grant Mumber
Boater Education Inc CH956111
Mailing Address Inivlce Mumiber[s)
123 South Street, Sacramento, CA 95811 071415
Budget | Course Name | Description Date(s) Conducled Item Nurnber of Cost of Cost
Line Appear Studenis | Studeniper | Extension
e & Approved | Per Course course
Budget
Paga?
{¥iN}
1 Beginning Kayak M-W June 6/8, 1315 Y 30 365 $1950.00
2 AquaSmart Adventure Camp June 20-24, 2015 27 $120 $3240.00
2 AguaSmart Adventure Camp June 27 - July 1, 2015 Y 30 120 $3600.00
@ﬂ VT o
O] %mﬂ@ E
Total 8,790.00

The above informaiion is aceurate and complete according to the costract, | affirm that all items were purchased in accordance with the
Coniract or any approved eslension.

Frogram Director Signatura-2uthorzed

Print Mama and Title
Sam Smith, Program Director

Telephone MNuminar
16-222-1234

Dale Signed
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SAMPLE GROUP SCHOLARSHIP DOCUMENTATION

Grantee: San Francisco Outdoors
Course Title: Introduction to Paddling Safety
Course Date: 3/4/15
Cost $35.00/participant Total: $385.00
Client: YMCA of South Valley
123 South Street
Southville, CA 95222

Organizer: Sam Smith

Email: Ssmithy73@YMCA.com Phone: 415-222-1234

Total Number of Participants Receiving Scholarships — 11
Names (If allowed)

RPBOoO~NoOrwhE

= o
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C. Sample Training Reimbursement Form

(@4&7/3? >

Siate of Califomia
Division of Boating & Walerways
REIMEIURSEMENI' CLAIM - Training Summary Form
L&.Iﬂ
Agency Namg (Granbee} | Check will be made payable to e party isied below) Grant Mumier
Boater Education Inc. Ca956111
Mailing Address. Invalce Mumbear(s)
123 South Street, Sacramento, CA 95814 082015

Drateys) Attended

lc-aslofcumar Cost Extenslon

Budget | Course Name / Description
Linie Mppear Related
liem & Appraved expenses
Budget
Paga?
{¥iM)
1 US Sailing Level 1 July 15-20, 2015 $375.00 $375.00
2 US Sailing Level 1 July 15-20, 2015 Y $375.00 £375.00
3 CRP Staff Training (1 class of 20) June 5, 2015 $400.00 $400.00

| Tatal $1150.00 |

The above information is accurate and complets according to the contract. | affirm that all items were purchased in accordance with the

cowiract or any approved exiension

Pragram Director Signature-Autharized Print Mame and Tille
Sam Smith, Program Director

Telephone Mumber | Date Signed
916-222-1234 | )
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Travel Reimbursement Information

Meal and Incidental Allowances

Breakiast.......oveiiiiie e $7
T U $11
[D]1 91 1= SO UPUTPRR $23
Incidentals(see NOte DEIOW) .......ccooiiiiiiii e $5

On the first day of travel*

Trip begins on or before 6 a.m. Breakfast may be claimed
Trip begins on or before 11:00 a.m. Lunch may be claimed
Trip begins on or before 5 p.m. Dinner may be claimed

On the fractional day of travel at the end of a trip of more than 24 hours

Trip ends at or after 8 a.m. Breakfast may be claimed
Trip ends at or after 2 p.m. Lunch may be claimed
Trip ends at or after 7 p.m. Dinner may be claimed

* Trip start time and end time must be documented on travel reimbursement
request.

Additional Notes regarding Meals and Incidentals
« One $5 incidental amount may be claimed for each 24-hour period in the
trip for tips only
* No lunch or incidentals may be claimed on trips of less than 24 hours
» Meals already included in meeting registration fee may not be claimed.

Gas Receipts
Gas receipts are not eligible for reimbursement. Instead, you will claim mileage,
as listed in the next section.

Public Transportation

Bus, train, BART, etc. and airline receipts all may be claimed for reimbursement.
If your home airport is served by Southwest, please use that carrier unless the
flight times do not allow you to make the meeting start/end times. Airlines other
than Southwest may be used, but must be within $50 of the Southwest price.

Mileage Amounts
« Mileage for calendar year 2014: $.56 per mile
« Mileage as of January 1, 2015: $.575 per mile

Parking

Parking fees may be reimbursed provided they are associated with meeting
attendance-either parking to ride public transportation or parking at the meeting
location.
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Travel Reimbursement Information, Con’t

Travel Lodging Information

You can be reimbursed up to the amounts listed below. Actual lodging expense
must be supported by a receipt. The amounts below do not include tax, which
may also be claimed. The State of California will not reimburse above the
following rates unless DBW approval is received prior to the trip start date.

San Francisco County and the City of Santa Monica................cceevevvviiiciieeeenn. $150
Alameda, San Mateo, and Santa Clara Counties .........cccccccvvvveeviiiiiieiieieieneeeee, $140
Monterey and San Diego COUNLIES ........iiieieeiiiiieiiie e $125
Los Angeles, Orange, and Ventura COUNLIES...........ieiieeeeiiieeiiiiiieee e eeeeeeeiiinnnnns $120
Napa, Riverside, and Sacramento COUNLIES ............uceiiiieeeiiiiiiiiice e, $95
All Other Cities and Counties in California.........ccccccccvveviiiiiiiiieeeeeeeeee $90
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D. Sample National Safe Boating Week Reimbursement Form

Sdpy

State of Calformia
Divigien of Boating & Watenways

REIMBURSEMENT CLAIM - National Safe Boating Week Summary Form

Agency Mame {Grantes) {Check wil be made payabia o the party |isled below) Grant Mumber
Boater Education Inc CB956111
Mallng Address Imegice Mumber|z)
123 South Street, Sacramento CA 95811 081415 |
Budget | Hem | liem Approved Budget Cost Qty. Ext.
Line Page? (Y/N)
lem @
1 |Weekly Reporter Event Ad May 20 y $250.00 1 $250.00
1 |Google Search Ads, May 14-20, 2015 y $350.00 | multiple | $350.00
2 |Event Staffing, four instructors, May 25 ¥ $80.00 4 $320.00
3 | Beginning Sailing Scholarships Jun-Jul y $75.00 4 $300.00 |
4 |Intro SUP Scholarships Jun-Jul y $50.00 6 $300.00 |
5 |Type Il Kokatat Life Jackets ¥ $45.00 10 $450.00
g ﬂ m%\n -
Lt/ é}f
| N
| 1ot §197000 |

The above information is accurate and complete aecording to the contract, [ affirm that all ftems were purchased in aceordance with the

coriract or any approved exignsion

Pragram Director Signature-Auiharized Print Mame and Tills
Sam Smith, Program Director

Telephaone Mumber
016-222-1234

Dale Signed —‘

End of Section I

34



Section Il

Requests

Extensions and Changes within the Grant Agreement Performance Period

A. Time Extensions
1. Instructions
2. Sample Letter

B. Changes to the Budget Page
1. Instructions
2. Template
3. Sample Letter

Il. Disposition of Equipment

Instructions and Sample Letters—Selling Equipment
Instructions and Sample Letters—Trade-Ins
Instructions and Sample Letters—Disposing of Equipment

A. Time Extensions
1. Instructions

You may encounter the need to extend deadlines within your grant agreement.
Occasionally, grantees find that they need more time to complete purchases of
equipment or that all classes could not be conducted during the specified period
listed in the grant.

Time extensions to deadlines must be justified by the grantee before the deadline
and approved by DBW. In no case can deadlines extend beyond the total grant
time frame.

Important Reminder: Exhibit B — Paragraph 4, Special Terms and Conditions,
refers to both the deadline to purchase equipment and conduct classes and the
time allowed to invoice (request reimbursement) for these costs. Be sure to note
these dates and deadlines associated with the grant and request time extensions
before these deadlines.

2. Sample Time Extension Request Letter is on the next page.
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SAMPLE TIME EXTENSION REQUEST LETTER

July 6, 2015

Aquatic Grants Program

Division of Boating and Waterways
1 Capitol Mall, #500

Sacramento, CA 95814

Dear :

(Grantee name) requests a modification to Exhibit B - Paragraph 4 of
Grant Agreement C8956XXX (grant number). We are requesting an extension
of the deadline to purchase vessels and equipment to (new date).

The reason for this request is that (reason--e.g.: delay with getting

equipment in, equipment not available, etc.)

Sincerely,

B. Changes to the Grant Budget Page

1. I